New E-Mail Retention Policy -- What's Changing, When and Why:

On January 1st, we will initiate a new policy of automatically deleting e-
mails from the Inbox and Sent Items folders (and their subfolders) in
Outlook after 90 calendar days. Following this policy, which has been
adopted by most major law firms and businesses nationwide, and is
considered "best practice," will enable us to lighten our server load

and streamline the system. In turn, this will mean that our computers will be
able to perform quicker and more reliably.

What This Means for You:

Starting January 1, you have 90 days to decide whether "sent" or "received" e-
mails should be kept. If yes, there are a couple of ways to do so (discussed
below).

If something doesn't need to be kept, you may either delete it or simply leave

it in your Inbox or Sent Items folder. Such e-mails will be automatically
deleted 90 days after they are received or sent.

How Do | Save an E-Mail?

If the e-mail needs to be retained, you'll have to move it:

« One option is to relocate it to an Outlook folder that is neither the Inbox
nor the Sent Items folder. You can do so by creating an Outlook folder
and dragging and dropping the e-mail into the folder.

« Another, better solution (if the e-mail is important and matter-related) is
to move it to the FileSite location where other matter materials are
located, assuming, of course, that you have access to FileSite. Jack
Hupper in Litigation Support (212-788-

0990, jhupper@law.nyc.gov) will be sending around instructions how to
do this.

What e-mails do | have to retain?

In addition to emails that you wish to retain Law Department and City rules
require that other email be retained. Attached is a chart detailing principles
that should be followed in retaining certain types of emails. Jack Hupper will
be visiting each division to help it with its particular issues.



What if | have questions and need help?

« Still have questions? You can e-mail Jack at the address above.

Does the New Policy Apply to Old E-Mails?

No. This policy ONLY applies to e-mails received or sent on or after
January 1, 2009.

E-mails received or sent by you prior to that date will be moved to a new

archiving program called KVS and kept. A separate e-mail with
details on how KVS works will be sent shortly.

What Eise Do | Need to Know?

« On April 1st (90 days after January 1st), all e-mails sent or received 90
days earlier will start to be eliminated from the Inbox and Sent ltems

folders .
 Reminder: We will NOT delete any e-mails sent or received prior to
January 1, 2009.

By the way, when | say "delete," | mean delete. We don't have the staff to
hunt down deleted e-mails on backup tapes. Those tapes are for disaster
recovery, not as a failsafe for your Deleted Items folder. So please, make
your decisions carefully.

Also, don't just move all your e-mails to another Outlook folder hoping that you
will save them all. Mailbox sizes will be monitored. Get in the habit of
deleting whenever possible.

Thank you for your cooperation.
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